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1. Summary: On November 26™ 2002, the agency’s Supervisory Attorney chaired a meeting
to establish procedures where documents maintained by the agency will have all the required
authentication to comply with rules of evidence and admissibility in court. In the past this
agency maintained documents containing only initials as a means of authenticating
documents. This change order effects modifications to the Correspondence Manual to
include, but notlimited to, changing the process for maintaining a yellow official record copy
containing an original signature, requiring signatures instead of initials on the official record
copy of internal memorandums, and directing personnel responsible for sending Blind
Courtesy Copies (bcc) via email to ensure that the copy is dated prior to sending.

A. The changes called for herein are intended solely to enable ease in the authentication of
documents produced by the Agency or onits behalf, where the same may be atissue. Nothing
hereinis intended to place in issue the legitimacy of the records in the archives of the Agency
preceding the date hereof nor is intended to place in issue whether these were properly
prepared, forwarded and archived.

B. Recipients of this change order (CO) are requested to do the following: Place the CO in
front of their office copy of the subject manual; line through those provisions of the directive
that have been changed as described below; and note next to each deleted provision the
following: “Refer to CO 1.”

2. Changes. The following provisions replace those in the subject manual:



Chapter 1 (Letters), Paragraph 6a, Official File Copy: Add “ The yellow copy will also be
signed”

Chapter 1 (Letters), Paragraph 21b, Blind Courtesy Copies (bcc): Atthe end of last sentence
add “Blind Courtesy Copies (bcc’s) could be sent electronically via email and must contain
the date the original letter was stamped by C&R. Offices sending these electronic copies will
prepare a paper bcc copy for the person responsible of sending bcc’s by email. After the
original letter is dated by C&R, this copy will be sent back containing the same date as the
original. After receiving the dated copy from C&R, anemailwould be sent by the respective
office with the dated bcc copy attached.”

Chapter 2 (Memorandums), Paragraph 3a Internal Memorandums: After the last sentence
of paragraph 3a add the following: “When cc copies are required they will be made from the
original signed memorandum.”

Chapter 2 (Memorandums), Paragraph 3b, Yellow Record Copy: Add at the end of last
sentence “ When following this procedure a full signature of the person sending the
memorandum is required.”

Chapter 2 (Memorandums), Paragraph 12, Signature: Delete the entire paragraph and
replace with “The “FROM?” officer places his/her complete signature after the name on the
memorandum. The “THRU?” officer also places his/her complete signature or initials after the
name. Optionally, name of signer may be placed at the end of the memorandum, centered,
four lines belowthe last line of the text. After the receiving officer reads the memorandum the
original is routed to C&R for filing as the record copy.”

3. Effective Date: December 5, 2002.
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CHAPTER 1: LETTERS



CHAPTER 1

LETTERS

1. Use of L etters:

a. U.S. Section letters are prepared for correspondence outside of the agency. Thisincludes
Federd, State, and municipa offices, private companies, organizations, and individuds,
Members of Congress, the Department of State, the Mexican Section, and other internationa
organizations or commissions.

b. Allletterswill be prepared according to the format prescribed inthis chapter, however, letters
for Members of Congress or the Mexican Section will be prepared with their specific format
contained in Chapters 3 and 4, respectively.

2. Prepar ation of Dr afts:

Draftswill be prepared onplainpaper. Theword“DRAFT” will be marked. The document must
indude theinitids of the drafter(s)/typist(s), and date of the draft. The preferable settings for the
word processor default marginareat Right = 1", Left = 1", Top = 1", Bottom = 1". The address
will be angle spaced but the line pacing of the text may be at 1.5 or 2.0 spaces. Page number will
be set for center top with page one suppressed. Include the complimentary close and sgnature
block, enclosure notation, courtesy copies (cc) with complete mailing address and blind courtesy
copies (bce), if any, dong with the dectronic digtribution list. See Exhibit 1-A, page 8.

3. L etterhead Stationery:

There are two types of U.S. Section |etterhead tationery:

a. The daionery with the sed and complete addressfor headquartersisfor use by headquarters
saff in El Paso.

b. The"fidd office” dationery has the sed and name of the U.S. Section. The mailing address
for each field office is placed centered under the U.S. Section name by each field office.



c. The daionery without the address may aso be used by dl offices including headquarters for
memorandums. Ingtructions for memorandums are provided in Chapter 2.

d. Depatments and field offices may generate their own letterhead for internal memorandums.

Letter Format:

U.S. Sectionlettersare prepared usng the modified block style usng font 9ze 12 pointsor amilar.
The text is single-spaced with double-spacing between paragraphs. In case of a one paragraph
text, line goacingmay be at 1.5 or 2 spaces. The right margin should be judtified. See Exhibit 1-B,
pages 9 and 10; for ashort letter, see Exhibit 1-C, page 11.

Security Classification or Control Designation:

Enter or samp the security classfication or sengtive but unclassified designation, if any, in capita
letters, centered at the top and bottom of al pages of the origind and al copies.

Number of Copies:

The number of copieswill depend onthe office preparing the correspondence. The minimum will
bethe Origind, the Officid File Copy (yelow), and the Reading File Copy (pink), unlessmateria
contains data covered by the Privacy Act (see Chapter 8, Privacy Act) or is classfied or sendtive
but unclassified.

a. Official File Copy. Thiscopy will be on yelow paper.

b. Reading File Copy. Prepare apink copy for the“ currents’ except whenthe contentsinclude
data covered by the Privacy Act, or is classfied or sendtive but unclassified.
Attachments/enclosures identified in the correspondence should aso be included. When this
isnot practical, add a brief statement indicating where they are located. The reading file will
be available in the Communications and Records Branch for review.

c. Other Copies. These copieswill be on white paper.

Margins:

Set word processor default marginsat 1" for the left, right, and bottom, however, the margins may
be adjusted o that the letter presents a well-balanced appearance on the page. The firgt line will
usudly begin sx lines belowthe sedl of the letterhead page unless a reference line (see paragraph



10.

11.

12.

9) or a speciad malling indicator (see paragraph 10) is used, however, the beginning may be
adjusted upwards to avoid placing 2-3 lines on a second page.

Text:

Perform Spell check and proofread. Be certain that words arecorrectly divided between syllables.
Conault the dictionary whenindoubt. Generdly, there should beno more thanthree or four divided
words per page.

Whenusing modified block syle it isnot required to divide words, the computer will automaticaly
judtify the paragraph.

Date:

Do not datethe letter unlessaspecia circumstance requiresit. Theletter and dl copieswill be date
gstamped in the mail room and mailed. Be sure to indicate the date of preparation on the file copy
and dl internal copies (see paragraph 21).

Referenceline:

A reference line should be used only when necessary to insure proper routing of aresponseor to
assg in maintaining afile of dl related communications on a particular subject.

a. Sender’s Reference. When areference lineis specified by the drafter, type “RE” and the
reference on the second line below the address and flush with the left margin.

b. Addressee's Reference. Ifitisimportant to refer to an addressee’ sfile reference contained
in an incoming letter, indlude it in the text of the reply.

Special Mailing I ndicator:

When a letter requires specia mall service, use the appropriate marking indicator, such as
CERTIFIED MAIL RETURN RECEIPT REQUESTED (include receipt number), SPECIAL
DELIVERY, or TELEFAXED. Enter it in underscored capita letters, beginning at the left margin,
three lines below the sedl.

Address:

Begin the address on al letters at least Six lines below the sedl unless to do so would require 2-3
linesonasecond page, inwhich case move the address up asrequired. Single space usng ablock
dyle with five lines maximum if at dl possible. No line of an address should be longer than four
inches. Carry-over lines will be indented two spaces from the left margin. The name of the



13.

14.

15.

16.

addressee will dways include a persond title such as Mr., Mrs., Ms,, or Dr., unless entitling
degrees are used following the name such as M.D. or Ph.D.

Attention Line:

An atention line may expedite ddivery to the person who will act onit. Put “ATTN:” two lines
bel ow theaddress, flushleft. Followed by two spaces and the individud’ sname. The sd utationwill
state the name of the addressee not the person named in the attention line. On the envelope the
attention line must be typed within the address and should be placed after the addressee's name
and/or company/agency name and before the geographica address.

Subject Line:

Avoid the use of a separate subject line. The subject should be clearly stated in the opening
paragraph or can be included in the reference line.

Salutation:

Type the sdutation, followed by a colon, flush with the left margin, two linesbelow the last line of
the address. Dear Mr./Mrs. Jones are the salutations normally used.

Text:

a. Spacing. Begin the text two lines below the salutation. The text should be single spaced with
adouble space between paragraphs. Thetext of a one-paragraph letter may be double spaced
but the address is dways single-spaced.

b. Paragraphing. Block style is used with each paragraph beginning flush with the left margin.
At least two lines of a paragraph should be at the end of the page or else the entire paragraph
carried over to the next page. It is not recommended that paragraphs be subdivided or
numbered, however, if necessary to do so follow the sample in Exhibit 1-D, on page 12.

c. Quoating. A quotation of less than two linesis run into the text. Use quotation marks, both
double and sngle, as shown in the fdlowing sentence: The regulation clearly states
“...ambiguous references suchas ‘herein,” ‘above,” and the likeshdl not be used.” A quotation
of more than two lines is blocked five spaces from the left and right margins of the text. Ina
multi-paragraphquotationusequotation marks at the beginning of each paragraph but aclosng
one at the end of the last paragraph only. Punctuation marks are generdly insde the quotation
marks, for example: Thereading fileisreferredtoas* Currents.” However, anexceptionto that
would be when the punctuationdoes not agree withthe quotes, for example: I sthe reading file
referred to as " Currents'?



17.

18.

19.

20.

d. Word Division. There should be no more than three or four divided words on a page. Be

€.

certain words are correctly divided between syllables. Consult dictionary when in doulbt.

Word divison will not be required if using modified block style.

Spell check/Proofread. Upon completion of the document verify accuracy by usng Spell

check aswdll as proofreading.

Succeeding Pages:

a

b.

C.

Stationery. Print the second and succeeding pages of aletter on plain white paper.

Page Number. Whenmore than one page isrequired, there should be aminimumof two lines
on the last page. Pages will be numbered center top, page 1 suppressed.

Text Continued. Start the firg line of the text two lines below the number of the page, keeping
the margins consistent on al pages.

Complimentary Close:

The complimentary dloseis"Sincerdly" followed by a comma placed two lines below the last line
of text, beginning approximately at the center of the page.

Sgnature and Title:

a

The name of the sgning officid isplaced four lines below and flush with the complimentary
close. The Sgning officid’ stitle will be entered on the next ling, flushwiththe name. A oneline
title should be used if & al possible. If the title requires a carryover line, indent two spaces.

Whenadaff officid indicates that aletter normaly sgned by the Commissioner isto be sgned
by apersonother thanthe Commissoner,“FOR THE COMMISSIONER:” should be entered
two linesbel ow the complimentary dlose (flush) followed by the Signing officid’ sname placed
four lines below that entry. The sgning officd’ stitle will be entered on the next ling, flush with
the name (See Exhibit 1-C, page 11).

Enclosures and Separate Cover Material:

a. Enclosures Identified in Text. While the terms enclosure and attachment are used

interchangeably, normaly, an interna memorandum would have materid attached to it and a
|etter or outgoing memorandum would have materid enclosed with it. However, the important
thingisthat the termuse be cons stent withinthe document. Enter “Enclosure’ or “ Attachment”
at the left margin on the second line below the signature block. If there is more than one



indicatethe number. |dentify each enclosure/attachment inthe lower Ieft corner of the first page
of the enclosure/attachment.

b. Enclosuresnot Identified in Text. The same rules goply as those that are identified in the
text except that each enclosure must be identified by title or in afew words that will identify it.

For example:

3 Enclosures.

1. Organizationd Chart, 6/30/XX

2. DOS Ltr, 5/17/X X, Subj: IBWC Budget
3. Rio Grande Water Bulletin, 19X X

or if partialy identified:

2 Enclosures.
1. Organizationd Chart, 6/30/XX
2. As Stated (if identified in text of |etter)

b. Separate Cover Material. When materia referred toin thetext isto be sent under separate
cover, enter “ Separate Cover:” flushwiththe left margin onthe second line bel ow the Sgnature
block, or enclosure notation. Ligt the materia whether or not it isidentified in the text. Send a
copy of the letter with the materid that is being mailed separately. For example:

Separate Cover:
Correspondence Manual, August 20X X, 10 copies

d. Record of Endosure. Attach acopy of any enclosureto the yellow record copy of the letter
that is not dready a part of the record. If enclosure istoo bulky, and will be kept esawhere,
make a notation asto where it may be located.

21. Distribution of Copies:

a. Courtesy Copies. When courtesy copies of a letter are sent to persons other than the
addressee, make copies of the signed origind letter and indicate the digtribution on dl copies
of the letter including the origind. Indicate courtesy copy” by entering “cc.” flush with the left
margin, two lines below the signature block or any other notation preceding. Below “cc.” ligt
the names and addresses single-gpaced, flush with the left margin.

b. Blind Courtesy Copies. Copies of |etters sent to other than the addressee, but not listed as
“cc” copies are referred to as blind courtesy copies (bcc). The digtribution of bec' s will be
indicated in the same manner as the cc’'s but only on the copies retained by the U.S. Section
and the bcc copies themselves. (Do not type bec on the Origind..)




22.

23.

24,

25.

c. Mailing of Information Copies. Oneachof the informationcopies, put acheck mark by the
address for whom the copy is intended, uang ether a red pencil, blue pencil or a yellow
highlighter. On dl outgoing letters, cc’s and bec's are mailed at the sametimethe origind is
malled unless there are ingructions to the contrary.

Drafting | nfor mation:

Enter theintids of dl drafting officids and of the person preparing the document onthe yelowfile
copy and information copies retained in the U.S. Section; do not put the initids on the origind,
outgoing cc's or bec's. Place this information on the last page of the text, beginning flushwith the
left margin below any notations such as enclosures, cc's, or bec's.  Indicate date of fina
preparation below drafting information and document number/name below that date.

Routing Stamp:

A routing stamp will be placed on the reverse sde of the first page of the yelow officid file copy
in the upper left-hand corner. Writethe number “ 1" before the name of the originator of the letter.
Generdly, the originator further routes the letter for the coordination, final Sgnature, if necessary,
and findly to Communications and Records Branch for distribution of information copies, mailing
and filing of the officid file copy in the centrd files

Assembly for Signature:

Seple dl items bdonging with (a) the origind of the letter, if practicd, (b) each set of information
copies, the ydlowfile copy, and (d) the pink reading file. Items beongingwiththe yellowfile copy
include copies of endosures, backup materid, origind of incoming letter, if any, and any other
background materid. Charts, graphs, columnized listings maps, drawings, and other documents
prepared withthe heading across the side of the page will be assembled withthe heading to the | ft.
Attach addressed envelopes, or labd s to the origind and outgoing copies with a paper dip, see
Exhibit 1-E on page 13. Copiesto field offices do not need an envelope. For proper assembly
of materid see Exhibit 1-F on page 14.

Mail-Out:



26.

All letters to be mailed out fromthe U.S. Section should be submitted to the mail room assembled
as outlined above for processing and mailing. The only exception to this would be materid
containing confidentia or Privacy Act information of such to prohibit open handling.

Telefax Transmission

When telefaxing a letter or memorandum, indicate onthe cover sheet if the telefax copy will be the
record copy or if aconfirming document will be mailed.



EXHIBIT 1-A

DRAFT/1233J)/JD:sg/02/15/X X

Mr. John Smith

President, Alamo Graphics, Inc.
345 Center Street

El Paso, TX 79932

Dear Mr. Smith:

This is the format for atypical draft prepared according to the instructions suggested in Chapter 1, Part 2. Plain paper
will be used instead of letterhead stationery, and the word DRAFT marked. Initids of drafter/typist, and date, may
be entered flush with the right margn on the upper right corner of the page either as a single line or broken into 2-3

lines. Single space the name and address of the addressee. Place the sal utation two lines below the address.

Spacing of text will be set at 1.5 or 2.0 spaces with four spaces between paragraphs for easy reformatting. Succeeding
pages will aso be prepared on plain paper with the page number centered a the top of the page. Include the

complimentary close, signature block, enclosure notation, and cc’s, bcc’s and/or electronic copies, if any.

Sincerely,

(4 spaces)

John E. Doe
Principal Engineer

3 Enclosures
Asstated (If mentioned in the text of the letter, otherwise list and identify)

cc:
(if any - include name and address of individual receiving a copy of signed |etter)

bce or comail:
(if any - include Office or Division and name of individual receiving ablind courtesy or electronic copy)

JD:SAW:sg
02/15/XX
File: 135678




PREPARATION OF DRAFTS
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EXHIBIT 1-B

SAMPLE LETTER

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
UNITED STATESSECTION

OFFICE OF
THE COMMISSIONER

)

@)

CERTIFIED MAIL- P 598 210 7824 (This is the receipt number)

RETURN RECEIPT REQUESTED

)

@)

Miss Helen M. Jones

Director, Communications Unlimited

1054 15th Street, NW

Washington, D.C. 20016

)

RE: Format for a Typical Letter

)

Dear Miss Jones:

)

Thisisaformat for atypical |etter prepared according to the instructions suggested in Chapter 1.
The guides for positioning the address and margins should be adjusted according to the length of
the letter to provide an attractive, well-balanced appearance.

)

Prepare the first page on officia IBWC letterhead stationery and succeeding pages on plain white
bond paper using font size 12 points or similar .

)

There are two types of U.S. Section letterhead stationery. One has the seal, the name of the Com-mission,
and the headquarters address on it. Thisis for use by headquarters offices. The field office |etterhead has
the seal and name of the Commission. The mailing addressis placed on the field

office letterhead, centered under the Commission name, by each field office.

)

Any specia mailing indicator(s) will be entered underscored in capital letters, two lines below the
seal. The address on all letters will begin at least six lines below the seal. Single space the address, using
block style flush with the left margin. Enter the sender’ s reference salutation two lines bel ow

the last address, flush with the left margin. The salutation is entered two lines below the last line of
the address or the sender’ s reference. The text of the letter will be block style, single-spaced with
double spacing between paragraphs. Set default margins at one inch on sides, top and bottom.

)

When more than one page is required, there should be a minimum of two lines of text on the
additional page. The page number will be centered at the top edge of the paper.

The Commons Building C, Suite 310 ~ 4171 North Mesa Street ~ El Paso, Texas 79902-1422

(915) 832-4100 ~ (Fax) (915) 832-4190

11



EXHIBIT 1-B

SAMPLE LETTER

1)

@)

Use the complimentary close “ Sincerely” and place it two lines below the last line of the text, beginning
approximately at the center of the page. The signing official's name and title will

be placed four lines below and flush with the complimentary close.

Sincerely,
1)
@)
©)
(4) John B. Doe
Director, Administrative Services
1)
@)
Enclosure:

Correspondence Manual, March 2000 (If not mentioned in text)
)

Separate Cover:

U.S. Government Printing Manual, 10 copies

)

cc:

Mr. Bill Smith, EPA

Address

City, Stateand Zip

)

Mr. Jack Hall

945 Trenton Drive

New York, NY 10017

)

bec (and/or ccmail): name (DIV), name (DIV), name (Office) (On internal copies only)
)

JBD:XYZ:jgs (Oninternal copiesonly)

2/16/XX (date typed)

0835R (document number or name)

12




SAMPLE ONE-PARAGRAPH LETTER

EXHIBIT 1-C

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
UNITED STATESSECTION

OFFICE OF
THE COMMISSIONER

Mr. John B. Jones

President, Correspondence
Management Association
132 Main Street

Houston, Texas 77002-0000
1)

Dear Mr. Jones:
The text of a short, one-paragraph letter may be double-spaced or spaced at 1.5 spaces; the
address is aways single-spaced. The format for all other parts of the letter is the same as for

the typical letter illustrated in Exhibit 1-B. In ashort letter the placement of the address, as

well as the width of the margins, will have to be adjusted to present a well-balanced appearance.

Sincerely,

FOR THE COMMISSIONER:
(1)
2
(©)]
4) Arthur L. Brown
Chief, Management Division
1)
2 Enclosures
1)
CcC:
Mr. C. R. Stone
3344 Rock Road
Houston, TX 77002
1)
bce: Name (DI1V), Name (DIV)

Internal copiesinformation:

ALB:rcm

5/10/XX

JONES  (document name or number)

13



EXHIBIT 1-D

INSTRUCTIONS FOR
NUMBERING AND LETTERING PARAGRAPHS

1 The numbering and lettering of paragraphs is acceptable and can be hdpful as areference ad.

a. Main paragraphs are prepared in block style. When a paragraph is subdivided there must be
at least two subparagraphs.

b. For example, if thereisasubparagraph “a,” there must bea“b.”

@ Designate second subdivisions by numbers in parentheses, for example: (1), (2),
and (3). If thereisa(l), there must bea(2).

2 Desgnate third subdivisons by |ettersin parentheses, for example: (@), (b), (c). If
thereisan (), there must be a (b).

@ Indent the third subdivision as shown.
(b) Do not subdivide beyond the third subdivision.

2. When a paragraph is cited, the reference numbers and letters are written without spaces. For
example, paragraph 1a(2)(b).

3. A paragraph is begun near the end of apage only if there is space for two or more lines on that
page. A paragraphiscontinued on thefollowing pageonly if two or morelines can be carried over
to that page.

4, Titles or captions are used in lengthy communications to increase ease of reading and reference.

5. The arrangement shown here may be varied to meet specid requirements such as those for legd
documents.

14



EXHIBIT 1-E

SAMPLE
ADDRESSED ENVEL OPE

Position address on envelope so that it is centered about 12 spaces from top of envelope.
Labels may be used ingead of imprinting directly on the envelope.
Addresses of two or three lines may be double spaced.

If sending courtesy copies (cc) insure that there are mailing labels or addressed envelopes for
each copy.

UNITED STATES SECTION

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATES AND MEXICO

THE COMMONS, BUILDING C, SUITE 310

4171 NORTH MESA STREET

EL PASO, TEXAS 79902-1441

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE, $300

AN EQUAL OPPORTUNITY EMPLOYER

Mr. David M. Harrison
Harrison Engineering, Inc.
Riverside Center, Suite 200
1532 North Central Expressway
Dallas, Texas 75081

15




EXHIBIT 1-F

ASSEMBLY FORMAT OF LETTERS
AND OUTGOING MEMORANDUMS

Outgoing copiss w suvelops or label plus Fisld
Office copies

Origal w envelope or mailinng label and
anclosuras attachad

Dividas Sheet

| Internal Couttesy Copies

Pink C'opy for Reading Fila

Yellosw Copy fot Offietal Fale <o Routing Stamp
Enclosuie s allache dwalh ongmal copy of
ncorung cotrespondence, of appropriate.

16




CHAPTER 2 MEMORANDUMS
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CHAPTER 2

MEMORANDUMS

1. The IBWC usesfive formats of memorandums presented inthe modified block syle usngfont sze
12 pointsor amilar: Internal Memorandum, Interagency Memorandum, Memorandumfor Record,
Memorandum of Conversation/Te ephone Conversation, and Memorandumof M eeting. Seebelow
for specific uses.

a

| nternal Memorandum. The most common use for a memorandum is for correspondence

within or between headquarters and field offices, and is usudly referred to as an intra- or
interoffice memorandum. All memosmust have “flags’ on the upper right Sde two linesabove
the date, or in the same approximate position on plain bond or letterhead when used for a
memorandum (See Exhibit 2-C, page 25 for “flags’ to be used on memorandums to the
Commissioner.)

The“flags’ will sate the action required, such as.

1)

)

3

FOR DECISION will be used on memorandums to the Commissoner when a

decisonisrequiredfromhim. Thiswill indudeitems where an assgnment hasbeen
made and the submitting office needs a decison regarding a proposed course of
action, and Stuations where no assgnment has been madebut the submitting office
is requesting approva for proposed action. Withthe submissonshould be a brief
summary, not to exceed two pages, a supported or judtified Recommended Action
section, and a Decison block at the end of the summary. The Decision block
should indude “Approve” “Disapprove” “Prepare Letter/Memo for
Commissioner’ sSignature,” or other appropriatedescriptive actionstatement with
any supportive information enclosed.

FOR INFORMATION isto beusedwherethe submisson is grictly to keep the
addressee informed. If submitting to the Commissioner, a brief summary, not to
exceed one page, of key points at the front would be helpful.

FOR ACTION
Due Date:

To be used where action within aspecified time frame isrequired. If addressed to
the Office of the Commissioner, a brief summary of key points, an outline of

17



2.

3.

avaladle options, if any, and a supported or judified Recommended Action
section should be included.

4 ASREQUESTED isto be used when the submission is a study, report, or other
informationd item requested by management or the Office of the Commissoner
and there is not immediate action or decision required.

b. Interagency Memorandum. Occasondly, a memorandum may be used for informal

correspondence with other Federal agencies.

c. Memorandum for Record. A memorandum, addressed through appropriate gaff officd,

may be prepared to record significant information that is otherwise not documented.

@ M emor andum of Conver sation/T elephone Conver sation. Used to record the
substance of conversations betweenU.S. Section employees and representatives
of other offices, agencies, or private persons. Usefidd office stationery, and route
through appropriate saff eements. See Exhibit 2-B, page 24.

2 M emor andum of M eeting. Used to record the substance of medtings between
U.S. Section employeesand representatives of other offices, agencies, or private
persons. Use fidd office stationery, and route through appropriate staff €lements.
See Exhibit 2-B, page 24.

Memorandum Stationery:

a. Computer Formatted Memorandum. Field office letter head stationary may be used for
interna memorandums, particularly those which are computer generated. See Exhibit 2-B,

page 24.

Plain bond paper may be used, but must state that it isamemorandum and follow, as close as
possible, the format of the IBWC Memorandum as detailed initems 4 through 13 below. This
may be preferred for aMemorandum for the Record.

Officid Letterhead is used for interagency memorandums only.

b. Succeeding Pages. Flan white bond paper should be used for the second and succeeding
pages of a memorandum. The page number will be centered at the top of the page.

Number of Copies:
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6.

a

b.

C.

| nter nal M emorandums. The origind of aninternd memorandum isthe agency record copy.

YellowRecord Copy. A ydlow “record copy” will be prepared only if itisan | nter agency
Memorandum where the origind of the memorandum isto be mailed outside of the office of
record, i.e., headquartersto afidd officeor viceversa, or to another agency. Otherwise, after
having been read, the memorandum with the origind signature will serve as the record copy
and should be forwarded to the Communications and Records branch (C&R).

Pink copy. Prepare a pink copy for the reading file for both Internal and Interagency
Memorandums, unless the document is classified, sendtive but unclassfied, or covered by the
Privacy Act so asto prohibit itsbeing in an openfile.

Marqgins:

IBWC Letterhead Stationary, Plain Paper or Computer Generated Memorandum. Set

default margins at one-inchfor the sides and bottom, and two-inchesfor the top of the page. Inthe
case of ashort memorandum, adjust the margins for a well-balanced appearance on the page.

Date:

a

Includethe date at the time the memorandum isprepared. Onletterhead Sationery the date will
be placed onthe same line as the typed “Memorandum” heading and ending flushwiththe right
margin.

b. Enter the month in full, the day and year in numeras, and in that order. Example: January 23,

20XX.

“TO” Line:

a. |BWC Memorandum. Identify addressee by name and title two spaces after the colon
following the printed word “TO".

b. Letterhead Stationery. Type the word “TQ” in capitd letters two lines beow the typed
“MEMORANDUM” heading. Type acolonfive spaces after the word “ TO” in order to dign
the spaces after the colon.

c. Multiple Addresses.

(@D} If the same memorandum isto be addressed to more than one person, the format
of the* TO" line should be tail ored to meet each specific case. If thereare no more
thantwo addressees, their names and titles can be listed, single-gpaced, after the
typed word “TO”.
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10.

11.

2 If the number of addressees is more than two, it is preferable to list them at the
bottom of the memorandum.

3 Whenthe“TQO" line carriesthe notation “ SEE DISTRIBUTION:” enter the word
“DISTRIBUTION:” & the left margin two lines below the last line of the text or
lig of enclosures, if any. Identify individual addressees immediately below the
heading, single-spaced, and flush withthe left margin. Whenthe “TO” line carries
the notations “SEE ATTACHED DISTRIBUTION,” list the addressees on a
separate page under the heading “DISTRIBUTION.”

“THRU” Line:

If amemorandum is to be sent to the addressee through another officefor clearance or approval,
enter the word “THRU” incapitd letters two spacesbedow the “TO” line. Align colon with “TO”
line. Enter the name and title of the officid that the memorandum must be routed through two
spaces after the colon.

“FROM" Line:

The word “FROM” incapital letterswill be entered two linesbelow the “TO” line or the “THRU”
line, if any. Align the colon with the “TQO” line. The signer’s name and title will be placed two
spaces after the colon.

“SUBJECT” Line:

Typetheword“ SUBJECT” incapitd | etterstwo linesbel ow the “* FROM” ling, digning the colons,
withabrief descriptive statement of the contents of the Memorandum two spaces after the colon.

“REFERENCE” Line:

Any necessary referenceto a previous or related communication should usudly beincluded either
inthe “SUBJECT” lineor in the first paragraph of the text. However, if a separate referenceline
appears desirable, enter the word in abbreviated form as “RE” two lines below the “ SUBJECT”
line Alignthe colonafter “RE’ withthose following the other headings on the memorandum form.

Text:

Thetext will be prepared inblock syle usng font sze 12 points or amilar, beginning a least three
lines below the “SUBJECT” line, or “RE” ling, if any. Sngle space the text and double space
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12.

13.

14.

15.

between paragraphs. Memorandums condsting of only asngle paragraphmaybesetat 1.50r 2.0
spaces.

Signature:

The*FROM” officer places hisinitids after his name on the memorandum. The “THRU” officer
aso intids after his name. Optiondly, name of signer may be placed a the end of the
memorandum, centered, four lines below the last line of the text.

Enclosures:

Either “Enclosure(s):” or “ Attachment(s):” may be used aslong asit is consstent with the words
used in the text. Enter the word “Enclosure(s)” or * Attachment(s)” beginning at the left margin at
least two lines below the last line of the text. If the enclosure(s) isidentified in the text, it is not
necessary to lig the enclosure(s). If the enclosure(s) is not identified in the text, identify the
enclosures, single-spaced, on the line immediady below the word “Enclosures(s):” or
“Attachment(s).”. If a carryover line for description of an enclosure(s) or attachment(s) is
necessary, indent two spaces. |dentify each enclosure by number inthe lower Ieft corner of the first
page of the enclosure itsdlf in pen or pencil.

Dr afting I nfor mation:

a. Internal Memorandums. Enter the drafting information on the origina and al copies
(drafting officer(s) and typisi(s) initids). Date of preparation does not need to be duplicated
if the memorandum has already been dated. Include document name or number after drafting
informetion.

b. Interagency Memorandums. Do not indudethe drafting informeation on the origind. Include
it only on the officid yelow file copy, pink reading file copy, and any other interna copies.

Distribution of Copies:

a. Internal Memorandums. When copies of amemorandum are sent to persons other thanthe
addressee shown in the “TO” line, include the digribution on the origind and al copies.
Indicate* courtesy copy” by entering “cc.” flushwiththe left marginat least two linesbelow the
lat line of the text or description of two lines below the last line of the text or description of
attachments, if any. Below“cc.” lig the names, single-spaced and flushwiththe left margin. On
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16.

17.

18.

each of the information copies, place acheck mark by the name of the addressee for whom
it isintended or use aydlow highlighter.

b. Interagency Memorandums: A copy of an interagency memorandum would not be
digtributed outside the agency, therefore, do not show digtribution of copies on the origind.
However, indicate it on the yelow file copy and dl other copies as prescribed in paragraph
15a above indicating it isa“blind courtesy copy” or “bcc.”

Routing Stamp:

a. Internal Memorandums. Place arouting stamp in the upper left-hand corner onthe reverse
sde of thefirg page of the origind of memorandums to be circulated interndly.

b. Interagency Memorandums. Place arouting stamp in the upper left-hand corner on the
reverse side of the first page of the ydlowfile copy of memorandums to be mailed outsde the

agency.

c. Routing. Write the number "1" before the name of the originator on the routing stamp.
Generdly, the originator further routes the memorandum for clearance, information, or action.
Thefind routing will be to the files (Communications and Records branch).

Assembly:

a. Internal Memorandums. Assemble an internal memorandum withthe routed origind ontop
and any attachments and/or background information stapled or clipped together. Interna
copies with attachments, if any, will be behind the origind package.

b. Interagency Memorandums. Assemble a memorandum addressed to personnd of the
Department of State, IBWC fidd offices, or other federd agencies, as an outgoing letter. See
Exhibit 1-F, page 14. Memorandums addressed to IBWC fidd offices or the Department of
State do not need an envelope. Envelopes are samp addressed in the mal room for these
entities.

Routing:

The routing slamp will be placed on the upper left hand corner of the back of the original of an
internd memorandum or the yelow officid file copy if the origind isto be mailed outsde of the
office of preparation, i.e., headquarters or afied office. The entire memorandum package should
be routed through the Mal Room after 9gning, or the pink reading file copy and other internd
copies should be separated from the origina and put into the “out box” o that timely submission
to the reading file is assured and courtesy copies will be distributed in a imdy manner. The
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package should not be left together and go through the routing process with the reading file copy
and other courtesy copies attached until the routing is completed
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EXHIBIT 2-A

INTERNAL/INTERAGENCY MEMORANDUM

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
UNITED STATES SECTION

OFFICE OF
THE COMMISSIONER

@

@)

3) FOR INFORMATION
MEMORANDUM February 16, 20XX
@

TO : SEEATTACHED DISTRIBUTION

@

THRU : Robert Smith, Chief, Information Services

@

FROM : Bill B. Black, Forms Analyst

@

SUBJECT : Preparation of a Memorandum on Field Office Letterhead Stationery

@

@)

Field office |etterhead stationery may be used for internal memorandums, particularly those

which are computer formatted. This exhibit illustrates the format of an internal memorandum prepared
on field office stationery. Thisformat may also be used for an interagency memorandum

except that it will be prepared on official letterhead with the address.

@

Each memorandum should have “TO,” “FROM,” and “SUBJECT” lines; add the“THRU :” line

only when necessary. Any referenceto aprevious or related communication is usually included in
the“SUBJECT” line or thefirst paragraph of the text. However, areference line may be added, if
desired, by entering the abbreviation “RE” two lines below the “SUBJECT” line and flush with it. Align
the colon with lines above.

@

Include the appropriate flag and the date at time of preparation . The date will be placed on the

same line as the typed “MEMORANDUM” heading under the flag notation.

@

The text should be font 12 point in block style, beginning each paragraph flush with the left

margin aligned with the names and subject in the heading following the printed colons. Single

space the text with a double space between paragraphs. Memorandums with a single paragraph

may be double spaced.

@

When more than one page is required, there should be a minimum of two lines on the page. The second
and succeeding pages of a memorandum should be typed on plain white bond paper with

the page number centered five lines from the top. Side and bottom margins should be at least one

inch.
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EXHIBIT 2-A

INTERNAL/INTERAGENCY MEMORANDUM

)

@)

List any enclosures or attachments on the original and all copies of the memorandum as indicated
below. The distribution of copies of the memorandum to other than the addressee(s) in the “TO”
line should also be shown on the original and all copies under the heading “cc:” typed flush with
the left margin, at least two lines below the last line of the text or enclosure.

)

The drafting official’ sinitials and typist’sinitial should be printed on the original and all copies
of an internal memorandum.

)

The number of copies should be kept to an absolute minimum. Do not make a yellow file copy of
an internal memorandum, unless it is going outside headquarters or is addressed to the IBWC
representative in the Department of State. The original serves asthe official file copy for memorandums
kept in-house. Make a pink copy for the reading file.

)

@)

©)

(4) Bill B. Black (Optional)

)

2 Attachments:

1. List if not identified in text

2. Number consecutively if more than one

(or)

2 Enclosures:

as stated

)

cc:

T.J. Hill, Financial Services

J. Boone, Director, Computer Services

T. Jones, Director, Personnel

)

BBB:snv

2323C
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EXHIBIT 2-A

INTERNAL/INTERAGENCY MEMORANDUM

)

@)

DISTRIBUTION:

)

Tom J. Jones, American Dam
Ron Parker , Mercedes

Don R. Evans, Falcon

Mike Hill, Amistad

Paul Stevens, Yuma

Tom Smith, San Ysidro
Robert Brown, Principal Engineer
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EXHIBIT 2-B

MEMORANDUM OF CONVERSATION/TELEPHONE
or MEMORANDUM OF MEETING

@
@
FOR INFORMATION

MEMORANDUM OF CONVERSATION/TELEPHONE or February 16, 20X X
MEMORANDUM OF MEETING
@
PARTICIPANTS : Roger Smith, Chief, Information Services,

and Joe Serna, EPA, San Francisco
@
SUBJECT : Preparation of Memorandum of Meeting or

Memorandum of Conversation/Telephone

Conversation
@)
@

Use this format for Memorandum of Meeting or Memorandum of Telephone Conversation.
Type memorandum on field office letterhead, setting one inch margins on the left, right, top
and bottom.
(€
Include the “Participants’ and Subject” lines.
(€
The date of the meeting or conversation is placed on the same line as the “Memorandum” head-
ing under the flag. If the date of final preparation of the memo is different from the date of meet-
ing or telephone conversation, enter it below the signature at the end of the text.
(€
Prepare the text, any enclosure listing, and distribution, if any, in the same format shown in
Exhibit 2-A, pages 21 through 23.
(€
The name of the originating official is entered four lines below the text.
(€
@)
(©)
(4 Robert N. Smith
2/22/XX
(€
Attachment
Name of attachment
1
cc:
P. Dunn, San Ysidro
1
RNS;jsg
3456H
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EXHIBIT 2-C

MEMORANDUM TO THE COMMISSIONER

«y

2

MEMORANDUM (Fagy EFORACTION
February 16, 20X X

(Fag) DUE DATE

February 26, 20X X

TO : Commissioner

FROM : J. Smith, Chief, Administration Division

SUBJECT : Submissionsto the Office of the Commissioner

Memorandums to the Office of the Commissioner will use “flags’ to indicate the action

required of that office. The “flags’ will indicate that the material being submitted is either

“FOR DECISION,” “FOR INFORMATION,” “FOR ACTION,” or “AS REQUESTED.”

A “DUE DATE” can beincluded if necessary. The routing stamp will not be used to indicate
approvals or disapprovals. Any approvals, disapprovals, or opinions from offices through which

the material isrouted will be stated in a brief memorandum which will be attached to the material being
submitted to the Office of the Commissioner.

Where action by the Office of the Commissioner isrequired a brief summary of key points, an
outline of available options, if any, and a supported or justified Recommended Action section
should be included. A notation will be placed by the appropriate individua’ sinitials on the routing
stamp that a memorandum is attached.

JSird
1234XM
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CHAPTER 3: CONGRESS ONAL CORRESPONDENCE




CHAPTER 3

CONGRESSIONAL CORRESPONDENCE

1.

Handling:

a

This chapter contains gpecid ingructions for handling and preparing officid correspondence
to Membersof Congress. See Exhibit 3-A, pages 28 and 29, for Congressional letter format.

b. All Congressona Correspondence will be placed in a specid “Congressiona” folder by

Communications and Records branch (C&R) personnel and ddlivered to the Office of the
Commissioner. The statement on the folder establishes athree-day suspensefor drict controls
in answering such correspondence. The Commissoner’s Secretary will log in the
correspondence, make a copy for Commissioner and route it to the appropriate offica(s) for

reply.

Stationery and Number of Copies:

a

€.

Use U.S. Section Headquarters letterhead stationery for the first page; a photostatic copy
should be sent to the Congressman’sfield office, if required.

Ydlow officid file copy.

Fink copy for “Currents’ readingfile. This may be omitted inthe case of confidentia or Privacy
Act information that would prohibit open circulation.

FHve copies (photogtatic) are usudly required with copies of incoming letter, enclosures, and
any other pertinent information atached. One copy will go to the IBWC Specid Assgtant in
Washington, D.C. (WHA/MEX); one copy each to the Science Counselor and the Political
Counsdlor at the U.S. Embassy in Mexico City (USEMB/MEX); one copy will be provided
to the Office of the Commissioner and one copy to the U.S. Section Secretary. Copieswill be
providedto | BWC fidd officeswhenappropriate. Whencorrespondence pertainsto personnel
matters copies will be provided only to the Office of the Commissioner and the Human
Resources office.

Any required additiona copies for information addresses.

Date:

All letterswill be dated in the Communications & Records mail room by C&R personnel.
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6.

Address:

The address will be shown on correspondence to a Member of Congress as indicated below.
Omit building names or numbers and street addresses.

The Honorable John A. Doe -or- The Honorable Joe E. Smith
United States Senate House of Representatives
Washington, DC 20510 Washington, DC 20515
Salutation:

Use one of the following sdlutations, as gppropriate:

Dear Senator

Dear Mr. : (Member of the House of Representatives)

Dear Mr. Chairman: (When letter isto Member of Congressin his capacity as a chairman of a committee)
Dear Mr. Speaker:

Dear Mr. Vice President:

Dear Mr. President:

Internal Copy Information:

a. Informationconcerning interna copies (bcc’ s) istyped flushwiththe left margin and below any
left margin notations (i.e. enclosures, cc' s, etc.) onthe WHA/MEX copy, bcec, pink and yelow
copies. They may be listed in acolumn or across the page to conserve space. For example:

bcc: WHA/MEX (Brandt), USEMB/MEX (SCI Ker & POL Martinez), Office of
Commissioner, Secretary Ybarra, Fidd Office(s)

b. Theinitids of drafter and person preparing the document appear only on the interna copies,
i.e, ydlow, pink, bec’'s. Thisinformation is placed two lines below the “bec's” flush with the
left margin. Date of preparationis placed below the initids of drafter and preparer information.

Envelopes.
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Type an envelope or labd for the Member of Congress and for any information copies except
WHA/MEX and USEMB/MEX which will be prepared in the C&R mail room.

EXHIBIT 3-A

CONGRESSIONAL LETTER
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INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
UNITED STATESSECTION

OFFICE OF
THE COMMISSIONER

@

@

©)

4

®

The Honorable John A. Doe -or- The Honorable Joe E. Smith

United States Senate House of Representatives
Washington, D.C. 20510 Washington, D.C. 20515

@

Dear Senator Doe: Dear Mr. Smith:

@

Thisisthe format for a Congressional |etter prepared according to the instructions in Chapter

1, Letters, and the instructionsin Chapter 3, Congressional Correspondence. Enter the address
and salutation shown above. Omit building names and numbers and street addresses. Remember,
never send a copy of aletter going to one Member of Congress to another member of Congress.
Each Congressman will receive hisher own original letter.

@

The response will be addressed to the Washington office even though the incoming letter may
come from afield office of the Member of Congress in which case an information copy of the
response will be provided to the field office.

@

Usethe U.S. Section Headquarters letterhead stationery for the first page. Prepare succeeding
pages on plain bond paper.

)

All letters will be dated in the Communications and Records branch mail room and mailed directly
to the Member of Congress from there. WHA/MEX (Mary Brandt) and USEMB/MEX (both SCI
Kerr and POL Martinez) will be provided with information copies of outgoing Congressional
letters along with a copy of the incoming letter and any enclosures. The U.S. Section Secretary
will be provided a complete set of the file and if required, copies may aso be sent to the IBWC
field office concerned. The exception to thisruleisthat copies will be provided only to the Office
of the Commissioner and Human Resources on matters pertaining to personnel issues.

)

An information copy of all outgoing Congressional letters, together with a copy of the incoming
letter and any enclosures or other pertinent information will be provided to the Office of the
Commissioner in order to keep that office fully informed on all Congressional matters.

EXHIBIT 3-A

CONGRESSIONAL LETTER
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@

2 -2-

@

@

An envelope or label will be typed for the addressee and any information copies with the
exception that WHA/MEX and USEMB/MEX will be addressed in the mail room.

(1)
Sincerely,
(1)
2
©)
4
John M. Bernal
Commissioner
(1)

Enclosure(s), if mentioned in letter
If NOT mentioned, list them as shown below:

2 Enclosures:

1. List enclosuresif not
identified in text

2. Number consecutively if
more than one

(print on yellow, blind copies, and pink for “ Currents’ reading file)

@

bec:

WHA/MEX (Brandt), USEMB/MEX (SCI Kerr & POL Martinez),Secretary, Office of
Commissioner, Field Office(s) concerned

@

MRY:IMB:jgs

02/16/XX

987654321

CHAPTER 4
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CHAPTER 4

CORRESPONDENCE WITH HEADQUARTERS MEXICAN SECTION

INTERNATIONAL BOUNDARY AND WATER COMMISSION

1. Specific | nstructions:

a

This chapter contains indructions for typing official Headquarters correspondence to the
Mexican Section, International Boundary and Water Commisson. The generd ingructions
contained in Chapter 1, L etters, areto befollowed inpreparing any part of aletter not covered
in this chapter.

Policy establishing letterswhichareaddressed to the Commissioner, or the Secretary, Mexican
Section, from the Commissioner, or the Secretary, U.S. Section, will be addressed and

formatted per ingructions contained in Exhibit 4-A, page 33. Thisformat may be used by the

Principa Engineers, or other engineers, as specified.

Unlessotherwiseingructed, letters-—-technical in nature--from the principal Engineer, or other
engineers of the U.S. Section, to the Mexican Principa Engineer, or other engineers will be
identified by the word “MEMORANDUM” incaps and underlined, centered two lines below
the file notation per indructions contained in Exhibit 4-B, page 34.

All correspondence going to the Mexican Sectionfromthe U.S. Sectionwill be numbered. The
number assignment and file notation will be provided by the U.S. Section Secretary’s office
at the time of find preparation. The “No.: US ### /XX”, which is the document number
followed by the last two digits of the current year, will be entered gpproximately two lines
below the “ Office of the Commissoner, United States Section” notation, and flush with the
right margin. Thefile notationwill be printed immediately under the number asper indructions
in Exhibits 4-A and 4-B, pages 33 and 34.

Thelog shown in Exhibit 4-C, page 35, will be used as ameans of control by the office of
the U.S. Section Secretary.

The file notation will beinaccordance withthe nomenclature enclosed as Exhibit 4-D, pages
36 through 39. The Mall and Fle Assstant, Communication and Records branch, will
periodicaly update the exhibit as new files are created.

Digributionof the letter includeshard copies as defined in paragraph 3 aswell as an eectronic
copy. Thedectronic copy must be sent to the U. S. Section Secretary’ s office viae-mail as



soonasthe correspondence hasbeenfindized. Thisdectronic copy will beincorporated into
an dectronic archive.

Stationery:

Use IBWC Headquarters letterhead Stationery for the original using font sizel2 points or Smilar.

Number of Copies:

o

o

Yédlow officid file copy with routing samp on back.

Fink copy for “Currents’ reading file which may be omitted if contents are of such a
confidential nature as to prohibit their beinginan open file. Attach a copy of al enclosures or
indicate where they can be located.

White copy for the U.S. Section Secretary’ s reference file plus an electronic copy sent via
e-mall for eectronic archivdl.

When indicated by respongble action officid, information copies for WHA/MEX (Brandt),
USEMBMEX SCI (Kerr) and POL (Martinez), Commissioner’s Office, and Supervisng
PE(9). These copieswill be mailed out by Communications & Records branch (C&R).

Any additiona white copies (printed or photogtatic) for information addresses, if any.

Origind for the Mexican Section of the Commission.

Date:

Omit date at time of printing. Date will be samped by C&R personnd at time of mailing.

Address:

Enter the address on correspondence to the Mexican Section as shown below:

a.  Engineer J. Arturo Herrera Solis C. Engineer Luis Antonio Rascon Mendoza
Commissioner for Mexico Principal Engineer, Mexican Section
International Boundary and Water International Boundary and Water

Commission Commission
Post Office Box 10525 Post Office Box 10525
El Paso, Texas 79995 El Paso, Texas 79995
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b. Engineer Gilberto Elizalde Hernandez d. Mr. José de JesUs Luévano Grano

Principal Engineer, Mexican Section Secretary, Mexican Section

International Boundary and Water International Boundary and Water
Commission Commission

Post Office Box 10525 Post Office Box 10525

El Paso, Texas 79995 El Paso, Texas 79995
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Salutation:
Use the following sdutations, as gppropriate:

a Mexican Commissoner

Dear Commissioner Herrera:

b. Principa Engineer

Dear Engineer Rascon:
Dear Engineer Elizade

c. Secretary

Dear Secretary Luévano:

Complimentary Close:

Usethe complimentary closeformof“ Sincerely,” followed by three spaces, print the name and title
asshownin Exhibits 4-A and 4-B, pages 33 and 34.
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EXHIBIT 4-A

POLICY CORRESPONDENCE WITH THE MEXICAN SECTION

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
UNITED STATES SECTION

OFFICE OF
THE COMMISSIONER
No.: US00L/XX
(0] File: SWQ 11 Tijuana Sanitation

@
Engineer J. Arturo Herrera Solis
Commissioner for Mexico
International Boundary and Water
Commission
Post Office Box 10525
El Paso, Texas 79995
@
Dear Commissioner Herrera:
@
Thisisthe format for preparing policy making letters from the Commissioner or Secretary,
U.S. Section, to the Commissioner or Secretary of the Mexican Section. Thisformat may aso
be used by Principal Engineers or other engineers, as specified.
@
Except for specific instructionsin Chapter 4, the instructions given in Chapter 1, Letters, also
apply.
@
The following salutations will be used when addressing the Commissioner or the Secretary,
Mexican Section:

Mexican Commissioner Secretary
Dear Commissioner Herrera: Dear Secretary Luévano:

The complimentary close form “Sincerely,” isto be used. It will be entered two lines below
the text.
(€
Sincerely,
(€
@)
(©)
4 John M. Bernal
Commissioner
(€

Enclosure: (Identify if not included in text)

bee: Internal copies information

MRY:jgs
02/16/XX
File ##
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EXHIBIT 4-B

TECHNICAL CORRESPONDENCE WITH THE MEXICAN SECTION

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
UNITED STATES SECTION

OFFICE OF
THE COMMISSIONER
1) No.: US 002/XX
2 File: 903-101 Morrillo Drain
MEMORANDUM
(€

Engineer Gilberto Elizalde Hernandez
Principal Engineer, Mexican Section
International Boundary and Water
Commission
Post Office Box 10525
El Paso, Texas 79995
(€
Dear Engineer Elizalde:
(€
Thisisthe format for preparing U.S. Section letters to the Mexican Section from the Principal Engineers,
unless otherwise specified by the individual. Except for specific instructionsin this
exhibit, the instructions given in Chapter 1 also apply.
(€
All letters which are technical in nature, unless otherwise instructed, from the Principal
Engineer or other engineers of the U.S. Section, to the Mexican Section Principal Engineer or
other engineers, are identified by the word “* MEM ORANDUM” in caps and underlined,
centered two lines below the file notation as shown above.
@
Lettersymemorandums are prepared on official U.S. Section Headquarters letterhead stationery
using font size 12 points or similar.
@
The address is entered block style flush with the left margin two lines below the
“MEMORANDUM" entry.

@
The salutation is“ Dear Engineer (hame )” which is placed two lines below the address.
@
The Complimentary closeis " Sincerely,” which is entered two lines below the text of the letter.
@
Sincerely,
@
@
(©)
Carlos Marin
Principal Engineer
@
MRY:jgs (Internal copies information)
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EXHIBIT 4-C

U.S SECTION, IBWC
CORRESPONDENCE WITH THE MEXICAN SECTION

FOREIGN AFFAIRS OFFICE
LettersTO Mexico

LOG - 20XX
No. Date File To From Substance
001 01-04- IPR 7 Information | Herrera | Bernal | Expresses best wishes for a happy new year.
XX Services
002
003
004

005

006

007

008

009

010

011

012

013

014

015

016

017

018

019

020
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EXHIBIT 4-D

LIST OF CLASSIFICATIONS FOR MEXICAN SECTION CORRESPONDENCE
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File notation will be in accordance with the latest listing provided by the Communications and Records
branch. Check periodically for updates to this exhibit as new files are created.

EXHIBIT 4-D

LIST OF CLASSIFICATIONS FOR MEXICAN SECTION CORRESPONDENCE

INTERNANONAL BOUHDLKY 1. Orijamzational Unrt
AHDYFATTT: COMMISSINN

Cammubainatinn and Necnrdq, Generil Serdres NhAasinn

2. bate Frepareil

TERTONSCICCTIrnrn M HIMOrRs OeTnher 14, 1339

{LSFH] 1. Hreparail By

«luan A. Rrordguass, all and FHe As it

A, Drdley Ao vuend

A, A o] By (Siala w ol Becundys Ligison QMo
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LIST OF CLASSIFICATIONS FOR MEXICAN SECTION CORRESPONDENCE
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CHAPTER 5

MEMORANDUMS OF
INTERNATIONAL BOUNDARY AND WATER COMMISSION
MEETINGS

1. Stationery:

a This chapter contains ingtructions for preparing memorandums of Mestings of the Commission,
other thanMinutes. Other memorandums of meetings or conversations will follow the format
in Chapter 2, Part 1.

b. The memorandums will be numbered consecutively beginning with the first meeting each yeer.
Example: IBWC 01-XX

c. Memorandumswill be signed by the Secretary.

2. Number of Copies:

a. Origind for the record will befiled in the Communications and Records branch central files
number 1202-04 Memorandums of Mestings.

b. White photosgtatic copies for: WHA/MEX, USEMBMX POL and SCI, Commissioner’s
Office, Secretary, PE Specid Projects, PE Engineering, and PE Operations

3. Heading:
MEETING OF THE COMMISSION
(place)
(date)

In cases of technical meetings involving parties other than IBWC, use:

MEETING OF THE COMMISSION
WITH TECHNICAL ADVISORS
ON (subject)

(place)

(date)

4. Participants, Place, and Subject:

Thefirst paragraph lists participants and subjects. See Exhibit 5-A, page 41.
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EXHIBIT 5-A

MEMORANDUMS OF COMMISSION MEETINGS

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO

IBWC 01-00

MEETING OF THE COMMISSION
January 11, 2000
Ciudad Juérez, Chih.

Thisisthe format for a memorandum of a Meeting of the Commission, other than a Minute.
The participants and subject(s) discussed are listed in the first paragraph and, if more than one,
are then numbered with the subject and a summary.

1 STATIONERY
Print the Official record copy on yellow and all others on white.

2. HEADING
In cases of technical meetings involving parties outside of the Commission, the heading
will be asfollows:

MEETING OF THE COMMISSION
WITH TECHNICAL ADVISORS
ON (subject)

(place)

(date)

3. ACTIONS AND UNDERSTANDINGS
The results of the meeting are included as afinal paragraph with the subjects liste and
actions and understandings stated.

M.R. Ybarra
Secretary

Dist.. C&R, WHA/MEX, USEMBMEX, SECRETARY [ccmail: COM Bernal, WHA/MEX Brandt, PE Little, PE Marin, PE
Ortegal
Include other divisions and field offices if topic discussed is of value to them.

MRY:jgs
January 11, 2000
I:'\FAOSTAT\M EM CONOQO\I| BWC0100.WPD
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CHAPTER 6:

MINUTES AND JOINT REPORTS
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CHAPTER 6

MINUTES AND JOINT REPORTS

This chapter containsingructions for preparing Minutes and Joint Reports of the United States Section,
Internationa Boundary and Water Commission. Instructions contained in paragraphs 1 through 11 arefor
Minutes only. Ingtructions for Joint Reports are contained in paragraphs 12 through 20.

1.

Stationery:

Prepare Minutes onspecial Minute paper avalable fromthe Office of the Secretary with printed
heading and printed margins. See Exhibit 6-A, page 46.

Number of Copies and Distribution:

Print 10 drikings (sets) of each Minute, identicd in dl details. Five of these setswill be provided
to Mexico who will inturnprovide five srikings in Spanish. These setsin English and Spanish will
be digtributed asfollows 2 setsto WHA/MEX; 1 set to USEMBMEX; 1 st for the Office of the
Secretary and 1 set to the Communications and Records branchto be used asthe officid file copy.

Place and Date:

Enter city and state where Minuteisto be sgned two lines under the printed heading flush with the
right margin with the date immediatdly below on the next line. Confine printing within printed
margins

Minute Number:

Enter “MINUTE NO _.,” incapsand underlined flush with left margin on the sameline asthe
date.

Title

Center title under printed heading threelinesbelow“MinuteNo. ” and date. Title should bein al
caps.

Format:

Begin text two linesbel ow the title. Indent paragraphs five spaces, single-space text, and double-
space between paragraphs.
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10.

11.

12.

13.

Succeeding Pages:

Prepare second and succeeding pages on same stationery asfirst page, and followpage-numbering
procedures as shown in Exhibit 6-A, page 47.

Resolution(s) Par agraph:

Resolution(s) paragraphwill be the find paragraph before the dosng paragraph. Resolution(s) will
be numbered and typed 10 spaces from the left margin, as shown in Exhibit 6-A, page 46.

Closing Paragraph:

Cloging paragraph or Minuteswill usudly read, “ The meeting was adjourned.”

Signature and Titles:

a. Thetwo Commissoners nameswill be entered four lines below closing paragraph, with lines
placed above names for sgnature, as shown on Exhibit 6-A, page 47. The Commissoners
titleswill be entered below the names.

b. Enter the two Secretaries names four lines below the two Commissioners' titles with lines
above namesfor sgnature, as shown on Exhibit 6-A, page 47. The Secretaries titles will be
entered below the names.

c. All pagesexcept the signature page will have ared ink diagonal line drawn across the back of
the page (top right to bottom left). Both Commissioners will Sgn each page of each set for
authenticity. The U.S. Commissioner Sgnsthe top of the line with the Mexican Commissioner
sSgning underneeth.

Enclosures:

Enclosures identified in text of Minute are not further indicated at the end of the Minute.

Joint Reports:
The ingtructions contained in the paragraphs 12 through 20 are for Joint Reports only.
Stationery:

Prepare on specia Joint Report Paper avalable from the Office of the Secretary with printed
heading. See Exhibit 6-B, pages 48 and 49, for Joint Report format.
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14.

15.

16.

17.

18.

19.

20.

Number of Copies:

a. Print tenidenticd drikings if Joint Report ispart of an officid Minute. Mexico will be provided
withfive of these srikings and will inturnprovide five copies of the Report tothe U. S. Section
inSpanish. These English-Spanish setswill be distributed asfollows: 2 copiesto WHA/MEX;
1 copy to USEMBMEX; 1 copy for the Office of the Secretary and 1 copy to
Communications and Records branch for the officid file copy as an atachment to the Minute.

b. Print two grikings of the Joint Report if it isnot part of an officid Minute. One of these grikings
will be provided to Mexico who will in turn provide a copy in Spanish to the U. S. Section.
This English-Spanish set will be maintained inthe Office of the Secretary witha copy provided
to Communications and Records branch for use asthe officid file copy.

Place and Date:

Enter city and state where Joint Report will be sgned two lines under the printed heading with the
date placed immediately below on the next line.

Titleand Address:

Center title under printed heading two lines below date, and block address three lines below title
flush with left margin.

Format:

Indent paragraphs five spaces; text is prepared using a space-and-a-haf with the same spacing
between paragraphs.

Succeeding Pages:

Prepare the second and succeeding pages on the same stationery as used for the first page, and
follow page-numbering procedures as shown in Exhibit 6-B, page 49.

Complimentary Close:

The complimentary close of “ Respectfully,” or “Respectfully submitted,” will be centered two lines
below the last line of the text.

Signatures:
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21.

Enter sgnaturesfour linesbel ow complimentary close. Indent and block as shown in Exhibit 6-B,
page 49.

Enclosures:

Enclosure identified in text of Joint Report are not indicated at the end of a Joint Report.
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IBWC MINUTES

EXHIBIT 6-A

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATES AND MEXICO

1)
()] Ciudad Juarez, Chihuahua
MINUTE NO. 000 February 24, 20XX
1)
@
FORMAT FOR PREPARATION OF MINUTES
1)

Thisisthe format for Minutes of the Commission for recording official transactions and
agreements between the two Sections, United States and Mexico, International Boundary
and Water Commission.
1)
Prepare on special Minute paper with printed heading and printed margins.
)
Signing of the Minutes by the two Commissioners and two Secretaries alternates between
El Paso, Texas, and Ciudad Juarez, Chihuahua. Enter city and state where Minuteisto be
signed, two lines under printed heading, flush with right margin, with the date printed
immediately below on the next line. Confine typing within printed margins.
)
Enter MINUTE NO. in caps and underlined, flush with the left margin on the sameline as
the date.
)
Center title under printed heading three lines below date, and start text two lines under title.
)
Indent paragraphs five spaces, single-space complete text, and double-space between
paragraphs.
1)
Print ten identical strikingsin all detail. Provide Mexico with five complete strikings.
1)
Print second or succeeding pages on Minute paper and follow page numbering as shown on
page two of this exhibit.
1)
The Resolution(s) paragraph will be the final paragraph before the closing paragraph.
Resolution(s) will be numbered and begin 10 spaces from the left margin.
1)
The closing paragraph of Minutes will usually read, " The meeting was adjourned.”
1)
The Commission then adopted the following resolutions:
1)
1 Print the two Commissioners names four lines below closing paragraph,
with lines placed above names for signature. The Commissioners titles
will be entered below their names.
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EXHIBIT 6-A

IBWC MINUTES

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATES AND MEXICO

(1)
(1)

2. Enter the two Secretaries' names four lines below the two Commissioners
titles with lines above names for signature. The Secretaries' titleswill be
placed below their names.

(1)
3. Enclosures are identified in the text of Minutes, but are not indicated by
entering “Enclosure(s):” at the end of the Minute.
(1)
The meeting was adjourned.
(1)
2
©)
John M. Bernal J. ArturoHerrera Solis
U.S. Commissioner M exican Commissioner
(1)
2
©)
Manue R. Ybarra José de JesUs Luévano Grano
U.S. Section Secretary M exican Section Secretary

1N
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IBWC JOINT REPORTS

EXHIBIT 6-B

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATES AND MEXICO

Q El Paso, Texas
2 January 24, 20XX

D

@)

JOINT REPORT OF THE PRINCIPAL ENGINEERS
FORMAT FOR PREPARATION OF JOINT REPORTS

@
@
©)

Tothe Honorable Commissioners

International Boundary and Water Commission
United States and Mexico

El Paso, Texas, and Ciudad Juarez, Chihuahua
(1)

Sirs:
1)

Thisisthe format for Joint Reports which are official engineering documents that provide recom-
mendations to the Commissioners for their action in formalizing any agreements between the
United States and Mexico.

(1.5

Prepare on specia Joint Report paper with printed headings, as shown.

(1.5

Signing of Joint Reports aternates between El Paso, Texas, and Ciudad Juérez, Chihuahua. Print

city and state where Joint Report is to be signed two lines under printed heading with date placed
immediately below on the next line.

(1.5
Center title under printed heading three lines below date, and block address four lines below title

flush with left margin.

(1.5
Indent paragraphs five spaces and type complete text using space-and-a-half with the same spacing

between paragraphs.




EXHIBIT 6-B

IBWC JOINT REPORTS

INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATES AND MEXICO

(€

@ 2
(€

Print two identical strikings, in all details, if Joint Report is not part of aMinute. One striking

will be provided to Mexico. If Joint Report is part of an official Minute, atotal of ten identical
strikings are printed with five provided to Mexico.

(15)
Type second and succeeding pages on blank Joint Report paper, and follow page-numbering

procedures for Minutes, and as shown in this exhibit.

(15)
Enter signature four lines below closing, indented and blocked from left margin as shown on

this exhibit, and indenting second signature five spaces from center, and also blocked as shown.

(1.5)
Respectfully submitted,
(1)
2
©)
(4
DebralLittle Gilberto Elizalde Hernandez
Principal Engineer Principal Engineer
United States Section Mexican Section

CHAPTER 7: CORRESPONDENCE FROM
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MEXICAN SECTION HEADQUARTERS




CHAPTER 7

CORRESPONDENCE FROM MEXICAN SECTION HEADQUARTERS

Specific | nstructions:

a

This chapter contains ingtructions for preparation of trandations of correspondence received
from Mexican Section Headquarters.

Spanishlanguage correspondence, indudingl etters, memorandums, and reports, received from
the Mexican Section's headquarters will be delivered to the Office of the U.S. Section

Secretary for trandation and handling. A copy of the origind correspondence when initidly

received, will be deivered to the Office of the Commissoner. In cases where the

correspondence is addressed to either the Secretary, the Principa Engineer, Operations, the

Principa Engineer, Specid Projects or the Principa Engineer, Engineering, a copy will be

provided to the addressee instead of the Office of the Commissioner.

Trandaions will be prepared and handled in the manner showninExhibit 7-A, pages51 and
52. All trandated correspondence will be numbered and assigned afile notation. The number
assgnment and file notation will be provided by the Office of the U.S. Section Secretary at the
time of find trandation. The number and file notation locations will be indicated as shown in
Exhibit 7-A, page 51.

Thelog shown in Exhibit 7-B, page 53, will be used as a means of control by the Office of
the U.S. Section Secretary.

The file notation will be in accordance with nomenclature listed in Exhibit 4-D, pages 36
through 39.

Number of Copies:

a. Original. This s the record copy, which dong with a Yelow printing of the trandtion is

b.

routed to Communications and Records branch for filing. The action copy is routed to the
responsble officid(s) viadectronic mail. Attachmentsto theorigina document are copied and
routed to the respongble officid(s) viainternd mail.

Secretary’s Control Copy. This copyisprovidedtothe U.S. Section Secretary and kept in
both dectronic format and hard copy until destroyed or transferred to the Federal Records
Center (NRC).

Commissioner’s Copy. This copy (if applicable) is provided to the Office of the
Commissoner for information.
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EXHIBIT 7-A

TRANSLATION FORMAT
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INTERNATIONAL BOUNDARY AND WATER COMMISSION
UNITED STATESAND MEXICO
MEXICAN SECTION

(Seal Secretariat of TRANSLATION

Foreign Relations) No : Mexico's Number
File: Mexico'sFile
Ciudad Juérez, Chih.
February 15, 20XX

@

@

Engineer John M. Bernal

U.S. Commissioner

International Boundary and Water

Commission

The Commons, Building C, Suite 310

4171 North Mesa Street

El Paso, Texas 79902

@

Dear Commissioner Bernal:

@

This is the "Trandation Stationery" and format for use in preparing English language

trandations of incoming letters from the Mexican Section's headquarters offices. Memoran-

dums, reports, and other kinds of correspondence will be formatted in a manner as identical

as possible to the Mexican correspondence.

@

Correspondence, including letters, memorandums, and reports, received by the U.S. Section
in Spanish from the Mexican Section's headquarters office, are delivered to Communications
and Records (C& R) mail room by messenger or received there in regular mail. C&R personnel
will make a"hold copy" for retention, date/time stamp and deliver to the Office of the
Secretary for trandations and handling. A copy of the letter will be provided to the Office

of the Commissioner (if applicable) when it isinitially received.

@

The number and file notation shown above isthat of the Mexican Section and isfor usein
any dialogue with the Mexican Section concerning the letter.

@

All trandations into English of Mexican Section headquarters correspondence will be num-
bered and will have afile notation. The number assignment and file notation will be provided
by the Office of the U.S. Section Secretary at the time of final translation. The number and file
notation will be located at the end of the trandlation as indicated in this exhibit.

@

@

Dist: Orig-C&R, Control Copy- FAO, [ccmail: COM, WHA/MEX , FOA , PE Special Projects, Other officesand Field Offices
needing the information]

Translated:RAV:jgs March 9, 20XX Page 1 of 2
I:\L etter s\FromexX X\M x001X Xwpd No.: Mx 001 File: 903-01 Nuevo Laredo O& M
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TRANSLATION FORMAT

)

@

The log shown in Exhibit 4-C, Chapter 4, will be used as a means of control by the Office
of the U.S. Section Secretary. The nomenclature listed in Exhibit 4-D, Chapter 4, will be
used to annotate the file identification.

)

Copies of the translation are distributed as follows: Origina (record copy), along with the
yellow record copy of the translation, is routed to the Communication and Records branch
(C&R) for filing. The Action copy is routed to the responsible official(s) via electronic
mail. Attachments/enclosures with the origina document are copied and routed to the
responsible official(s) viainternal mail. The Secretary’s copy consists of a duplicate of all
original documents including attachments/enclosures, a hard copy of the translation and an
electronic copy for the electronic archival system. Commissioner's copy (when applicable)
will be provided to that office to keep the Commissioner informed.

)

Indicate the translator and typist initials, the date of translation, and the document number
assigned by the U.S. Section Secretary. The distribution of copies and the log number and file
notation will be located at the end of the trandation asindicated in this exhibit.

@

Sincerely,
(Signed)
J. ArturoHerrera Solis
Commissioner

Dist: Orig-C&R, Control Copy- FAO, [ccmail: COM, WHA/MEX , FOA , PE Special Projects, Other officesand Field Offices

needing trandation]]

Translated:RAV;jgs March 9, 20XX Page 2 of 2

I:\L etter s\FromexX X\M x001X Xwpd No.: Mx 001 File: 903-01 Nuevo Laredo O& M
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EXHIBIT 7-B

TRACKING CORRESPONDENCE
FROM MEXICAN SECTION HEADQUARTERS

FOREIGN AFFAIRS OFFICE
LettersFROM Mexico
LOG - 20XX

No.

File

From

To

Dated MX Doc Substance
LAE #

001

903-01
Nuevo
Laredo
0&M

Herrera

Bernd

02-15- | 00308/XX Requests $16,368.34 dollars to cover U. S. share of
XX payment of Estimate 11 of Contract No. QUIET-
IM-AT-WORKC, regarding supply and placement
of filter materia at the NLIWTP.

002

003

004

005

006

007

008

009

010

011

012

013

014

015

016

017
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CHAPTER 8
PRIVACY ACT

Section 552aof Title 5, Privacy Act, as amended January 5, 1999, defines records which are protected
by the Privacy Act and which are maintained in a system of records accessed by a personal identifier.
These include such records as.

(1) Educationa Record

(2) Financid Transactions

(3) Medica Higtory

(4) Crimind Higtory

(5) Employment History

(6) ldentifying Employee Number Or
(7) Socia Security Number

Records containing this information are protected from disclosure or maintenance in an unauthorized file.
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INDEX

Page
Address
Congressiona Correspondence
Correspondence with Mexican Section
Letters
Memorandums
Minutes and Joint Reports
Assembly
Letters
Memorandums
Attention Line
Letters
Blind Courtesy Copies (bce)
Congressiona Correspondence
Letters
Closing Paragraph (Minutes)
Complimentary Close
Correspondence with Mexican Section
Joint Reports
Letters
Courtesy Copies (cc)
Congressiona Correspondence
Correspondence with Mexican Section
Letters
Memorandums
Memorandums of Commisson Meetings
Date
Congressiona Correspondence
Correspondence with Mexican Section
Joint Reports
Letters
Memorandums
Memorandums of Commisson Meetings
Minutes
Digribution of Copies
Congressiona Correspondence
Correspondence from Mexican Section
Correspondence with Mexican Section
Joint Reports
Letters
Memorandums
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Memorandums of Commisson Meetings
Minutes

INDEX
Page

Drafting Information
Congressiona Correspondence
Letters
Memorandums
Drafts
Preparation of
Enclosures
Enclosures Identified in Text
Enclosures Not Identified in Text
Joint Reports
Memorandums
Minutes
Record of Enclosure
Separate Cover Materia
Envelopes
Congressiona Correspondence
Letters
Memorandums
Exhibits
1-A, Preparation of Drafts, Letters
1-B, Typicd Letter Format, Sample Letter
1-C, Short Letter Format, Sample One-Paragraph L etter
1-D, Ingtructions for Numbering and L ettering Paragraphs
1-E, Addressed Envelope
1-F, Assembly Format for Letters and Outgoing Memorandums
2-A, Internd/Interagency Memorandum

2-B, Memorandum of Conversation/Telephone or Memorandum of Meeting

2-C, Memorandums to the Commissoner

3-A, Congressional Letter

4-A, Policy Correspondence with the Mexican Section

4-B, Technical Correspondence with the Mexican Section

4-C, U.S. Section, IBWC, Correspondence with the Mexican Section
4-D, Lig of Classfications for Mexican Section Correspondence

5-A, Memorandums of Commission Mestings

6-A, IBWC Minutes

6-B, IBWC Joint Reports
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7-A, Trandation Format

7-B, Tracking Correspondence from Mexican Section Headquarters
Field Office L etterhead

Letters

Memorandums

INDEX

Page
Format
Congressiona Correspondence
Correspondence from Mexican Section
Correspondence with Mexican Section
Joint Reports
Letters
Memorandums
Memorandums of Commisson Meetings
Minutes
From Line
Memorandums
Handling
Congressiona Correspondence
Reading
Memorandums of Commisson Meetings
I nfor mation Copies (See Courtesy Copies)
L etterhead Stationery
Fed Office
Headquarters, U. S. Section
Mailing
Letters
Memorandums
Margins
Joint Reports
Letters
Memorandums
Minutes
Memorandums
IBWC Memorandums
Interagency Memorandums
Internal Memorandums
Memorandums of Conversation/Teephone Conversation
Memorandums of Commisson Meetings
Memorandums of Meeting

Section



Memorandums for Record

Minutes and Joint Reports

Number of Copies
Congressiona Correspondence
Correspondence from Mexican Section
Correspondence with Mexican Section
Letters
Memorandums

INDEX
Page

Memorandums of Commisson Meetings
Minutes
Joint Reports
Pink Copies (See Reading File Copy)
Privacy Act
Quotes
Letters
Reading File Copy (Pink Copy)
Congressiona Correspondence
Correspondence with Mexican Section
Letters
Memorandums
Record Copy (See Officid File Copy)
ReferencelLine
Letters
Addressee’ s Reference
Sender’ s Reference
Memorandums
Resolution(s) Paragraph (Minutes)
Routing and Trangmittal Sip
Routing Stamp
Letters
Memorandums
Salutation
Congressiona Correspondence
Correspondence with Mexican Section
Letters
Security Classification or Control Designation
Separate Cover Material
Signature
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Memorandums
Signatureand Title

Letters

Minutes

Joint Reports
Spacing

Text, Letters
Special Formats, Memorandums

Memorandums of Conversation/Telephone Conversation
Special Mailing Indicator

Letters

INDEX

Page
Spellcheck
Stationery
Congressiona Correspondence
Correspondence From Mexican Section
Correspondence with Mexican Section
Letters
Succeeding Pages
Memorandums
Computer Formatted
Field Office Letterhead
IBWC Memorandum
Officid Letterhead
Succeeding Pages
Use of Plain Bond in Lieu of Memorandum Form
Memorandums of Commisson Meetings
Minutes
Joint Reports
Memorandums of Conversation/Teephone Conversation
Memorandums of Meeting
Minutes
Tranddions
Subject Line
Letters
Memorandums
Succeeding Pages
Joint Reports
Letters
Page Number
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Section



Stationery

Text Continued
Memorandums
Minutes
Telefax Trangmisson

Text
Letters
Memorandums
“Thru” Line
Memorandums
Title
Joint Reports
Minutes
INDEX
“To’ Line
Memorandums

Word Division

Yellow Copies (See Officid File Copy)
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